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1. HEJIA U 3AJAYY OCBOEHUSA JUCIITUITIJINHbBI

1.1 | LJenu: popmupoBaHUEe MHOS3BIYHON KOMMYHHKATUBHOM KOMIIETCHIINH Ul PEIICHUS KOMMYHMKATHBHBIX 3a71ad B cdepe

JIEJIOBOrO OOIIEHUS

1.2 | 3aoauu: - COBCPUICHCTBOBAHUC I'PAMMATHYCCKUX U JICKCUYCCKUX HABBIKOB JJI1 KOMMYHUKAIIUM Ha WHOCTPAaHHOM

A3bIKE U PAOOTHI ¢ MHOA3BIYHBIMH TEKCTaMHU B IIpoliecce MPOEeCcCHOHAIBHON IESITENbHOCTH;
- ¢dopMHpOBaHHE YMEHHH ITEHHS TEKCTOB IO CHELHAIBHOCTH O€3 CIIOBaps M CO CIOBapeM;
- ¢dopMupoBaHHE KOMMYHUKATHBHBIX YMEHHH YCTHOTO MOHOJIOTHYECKOTO
¥ JUAJOTUYECKOTO BBICKA3bIBaHHS B MPOILIECCE AEIOBOr0 OOIIEHNUS Ha HHOCTPAHHOM SI3BIKE;
- (hopMHpOBaHHE HABBIKOB MHCHMa, HEOOXOUMBIX ISl BEACHHS ACIOBOM MEPErHCKH.

2. MECTO JUCIIMIIJIMHBI B CTPYKTYPE OOII

Huxkn (pazpen) OOIT:

| DT/

2.1 | TpeGoBaHus K NpeABaAPUTEILHOIl IOATOTOBKE 00y4al0IIerocs:

2.1.1

WuocTpaHHblil 31K

2.2 | AucuMnJMHbI M MPAKTHKH, AJI51 KOTOPBIX OCBOEHHUE TAHHOH TUCHUILINHBI (MO1Y/Is1) HEOOX0AMMO KaK

npeauiecTBylouiee:

2.2.1

BerImonHeHMe, TOATOTOBKA K MPOIEAYPE 3alUThI U 3aIUTa BBITYCKHOW KBaTH()PUKAIIMOHHONW paOOTHI

3. KOMIETEHLUH OBYYAIOIIETOCSI, ®OPMHUPYEMBIE B PE3YJILTATE OCBOEHUSI JUCIIUTIINHBI
(MOJLY.JIsT)

YK-4: Cioco0eH oCcylecTBJIATD 1€J10BYI0 KOMMYHHKAIMIO B YCTHOH M MUCbMEHHOH (popMax HA rocy1apcTBEHHOM SI3bIKe
Poccuiickoii @enepannu 1 HHOCTPAHHOM(BIX) AI3bIKE(aX)

HNI-1.YK-4: Biajgeer cucTeMoil HOPM PYCCKOI0 JIMTEPATYPHOIO SI3bIKA IIPU €0 HCI0JIb30BAHUM B Ka4YeCcTBe

roCcyIapCcTBEHHOTO s13bIka Poccuiickoii @egepanuu 1 HOpMaMH HHOCTPAHHOTO(BIX) I3BIKA(0B), HCMIOJIb3YeT pPa3IHYHbIe
(opMbl, BUABI YCTHOW M MHCBMEHHOH KOMMYHHUKAIIMH.

- 3HAET OCHOBHBIC I'PAMMATHYECKHE CTPYKTYpPBI; 00IIEYIOTPEOUTEIIBHYIO, OOLIEKYJIBTYPHYIO i IPO(ECCHOHATBHYIO JICKCHKY;
pedeBbIe KIINIIe, HEOOXOANMBIE IS OCYIIECTBIICHUS EJIOBOH KOMMYHHUKAIIMHI HA MHOCTPAHHOM SI3BIKE
- yMEeT IIOCTPOHUThH BBICKA3BIBAHMSA B CMOJECIMPOBAHHBIX (TIPEIaracMbIX) CHTYAIUSIX OOIIEHNS HA HHOCTPAHHOM SI3BIKE,
MPaBUIIBHO HCIIONIB3YS BepOajbHblEe U HeBepOaJbHBIE CPEICTBA OOLICHHUS
- BJIaJIeeT MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JICJIOBOTO OOIICHNUS

4. CTPYKTYPA U COAEPKAHUE JUCHUIIIUHBI (MOOYJISA)

Kon HaumenoBanue pa3nenoB u tem /Bug | Cemectp / | YacoB | Komneren- | Jlutepatypa | Unte | Ilpumeuanue
3aHATUS 3aHATHA/ Kypc 197074 DPAaKT.
Paspen 1. 6 cemectp
1.1 Careers. Reading. Words that go with the 6 10 Na-1.YK-4 J1.1 0 MIEPEBOT
topic. Skills work. /ITp/ J1.2J12.1 TeKcTa,
1.2 Careers.Reading. Words that go with the 6 10 Na-1.YK-4 J1.1 0
topic. Skills work. /Cp/ JI1.2J12.1
1.3 Discuss ideas.Reading. Words that go 6 10 HNa-1.YK-4 J1.1 0 poneBas urpa
with the topic. Skills work. /TIp/ J1.2J12.1
1.4 Marketing.Reading. Words that go with 6 8 NAa-1.vK-4 J1.1 0 TECT,
the topic. Skills work. /TIp/ JI1.2J12.1 MUCbMEHHast
1.5 Discuss ideas.Reading. Words that go 6 15 ua-1.yK-4 1.1 0
with the topic. Skills work. /Cp/ JI1.2J12.1
1.6 Marketing.Reading. Words that go with 6 10 na-1.yK-4 J1.1 0
the topic. Skills work. /Cp/ JI1.2J12.1
Pa3nen 2. IIpomerxxyrounasi aTrecramust
(3auéT)
2.1 ITonroroBka k 3a4éty /3a4ét/ 6 8,85 | UI-1.YK-4 JI1.1J12.1 0
2.2 Konrakrnas padora /KCPATT/ 6 0,15 | UO-1.YK-4 JI1.1J12.1 0




5. ®OHJ OIIEHOYHBIX CPEACTB

5.1. IlosicHuTEeILHAS 3aIMCKA

1. Ha3znauenne ¢poHaa oneHOYHBIX cpeacTB. OLeHOYHbIe CPEeACTBa MPEAHAa3HAYEHBI JIsl KOHTPOJIS U OLICHKH 00pa30BaTeIbHBIX
JIOCTHO)KEHUH 00yJaroLXxcsi, OCBOMBILUX NPOrpaMMy yueOHOM AMCHUIITUHBI «]e10BOI HMHOCTPAHHBIH S3bIK».

2. ®oHA OLICHOYHBIX CPEICTB BKIIIOYAET KOHTPOIBHBIC MaTEPHAIIBI IS IPOBEACHHS TEKYIIIET0 KOHTPOIIA B (hopMe TEeCTOBBIX
3aJJaHui, POJIEBOI UIPBL, THUCbMA, TEKCTOB JJISl UTEHUS U MEPEBO/a U MPOMEKYTOYHOM aTTecTaluy B opMe BOPOCOB U 3aJaHUi K
9K3aMEHY M 3a4eTy.

5.2. OueHo4yHbIe CpeICTBA IS TEKYIIEro KOHTPOJIs

BXOIHOUM KOHTPOJIb (npumepHBbie 3a1aHus)

L. Choose the best words to complete the text.

Karina is (1) (Mexico / Mexican) but she lives and works in London. She started her job last year, (2) (in / at) April. She loves her
work. She sells special-interest holidays. It’s (3) (an export

/ a niche) market and she really enjoys the work of planning specialised tours for clients. The company is very small. It (4)
(employs / supplies) only four people and they all work in one office. This makes (5) (print / face-to-face) communication very
easy. They can talk to each other at any time.

Next week, she’s moving to a new flat because her old one is (6) (too far / far enough) from the office. She’s a very (7) (punctual /
practical) person — she likes to be on time — and the long journey to work was difficult. She had a lot of problems with train and bus
delays. She’s also buying some new furniture for the flat. She doesn’t have a lot of money so she paid a (8) (deposit

/ deal) of ten per cent and she’ll make monthly payments. The furniture will be delivered next week.

2. Complete the conversations with words and phrases from the box.
a sales conference, a tip, a workforce, an order, annual leave, booking, stock, the receipt

Conversation 1

A Kevin has organised (1)

B I know. And I'm planning to return from my holiday on 27th July!
A Oh, no. Can you change your holiday (2) ?

B I'm not sure.

Conversation 2

A How big is your company?

B Big! It has (3) of about 18,000 people.

A How much (4) do you get each year?

B Three weeks.

3. Choose the best word or phrase — a, b or ¢ — to complete the sentences.
1 Dirk Italian.

a) isn’t b) aren’t ¢) am not

2. A are you from? B Japan.
a) What b) Where ¢) Who

3. Ricardo drive to work?

a) Is b) Do c) Does

4. Oscar from home.

a) sometime work

b) works sometimes

c) sometimes works

5. Mr Albert to meetings.

a) doesn’t go b) not go ¢) isn’t go

6 This office building a meeting room.

a) not have b) doesn’t have c¢) hasn’t

7. A Can Yusuf speak German? B Yes,

a) can he b) can c) he can

4, Complete the extract of a phone conversation with the correct form of the verbs in brackets.
A When (1) (you arrive) in Thailand?

B Yesterday. My flight (2) (land) at about three o’clock in the afternoon.
A And what (3) (you do) now?

B Well, it (4) (be) nine in the morning here now. |

&) (have) my breakfast and now I (6) (wait) for a taxi. In fact, the taxi is here now! I (7) (call) you
later, OK?

5. Match the sentences with the responses.

1. How about a cup of tea?

2. Do you like football?

3. Can I speak to Jorge Ramos, please?




4 Is there a car park?

5 My suggestion is to go for a cocktail.

6. Why don’t you buy a self-study course?

7. What do you think?

8 There’s something I’d like to talk to you about.
9 What day suits you?

1

0. What did you learn from your last job?
a) Yes, there is.
b) OK, I'll take a look at one.
c) Yes, please.
d) I learned how to be patient.
e) OK. What is it?
f) Yes, I do.
g) How about Wednesday?
h) I think we need to target young people.
1) That’s a great idea.
i) I’'m afraid he isn’t in the office today.

Kpurepun oneHku:

Crynent Beinonnui 84-100% 3ananuit «OTJINYHO», MOBBIIIEHHBII YPOBEHb
Crynent BeimonHmn84-100% 3aganuit «XOpOUIOY», IIOPOTOBbI YPOBEHb
Crynent BeinonHunS0-65% 3ananuit «yIOBJIETBOPUTEIBHOY», TOPOTOBLIH YPOBEHb

CryneHT BRMONHMI MeHee 50% 3amaHnii  «HEYTOBIECTBOPHUTEIHHO», YPOBEHb HE C(HOPMUPOBAH

TEKYIA KOHTPOJIb (ITPUMEPHBIE 3AJIAHUS)
CEMECTP 5

I Complete the conversation with words from the box.
a restaurant, August, Friday, Barcelona, Germany, golf, Poland, Polish

Is Kasia from ?

No, she isn’t. She’s from Warsaw, in

Really? And is her husband also  ?

Yes, he is.

Does Kasia work at home one day every week?

Yes, that’s right. She works at home every

When does she usually go on holiday?

She goes on holiday every . It isn’t a busy month in the office. She usually goes back to Poland but last year she
ent to , in Spain.

Do you and Kasia sometimes play  at the weekend?

No, Kasia doesn’t play but we sometimes go to after work.

W< T>T>T»> T

Match the sentence beginnings with the endings.

I don’t like going  a) to music.

Jorge quite likes b) holiday in August.

Pete and Gregor often play c) watching football on TV.
Nick works d) to the gym.

We never listen e) hours.

Susan loves going  f) out to restaurants.

I usually go on g) from home once a month.

Piet often works flexible h) football on Sunday.

NNk =

Choose the best words to complete the sentences.

We can’t meet in my office. It isn’t (big / small) enough.

Liam’s presentations are too (long / short). Yesterday, he talked for four hours!

My holiday was nice but it wasn’t (stressful / relaxing) enough. We were very busy every day.
I can’t hear you. The restaurant is too (quiet / noisy).

I don’t like this book. It isn’t (interesting / boring) enough.

I didn’t buy the new Mercedes because it was too (cheap / expensive). I don’t have

AU AW~ o
=

€100,000!
7.1 can’t move this chair. It’s too (light / heavy).

Match the questions with the replies
What’s the reason for your visit?
Where are you staying?

What’s your hotel like?

How’s your business doing?

AW N = -
<




5 What do you do in your free time?

6 Do you meet your colleagues after work?
7 How many hours a week do you work?
8 What do you like best about your job?

9 Where are you from?

a) I'm staying at the Hilton in the town centre.

b) I'm here to visit my company’s head office.

c) I play golf.

d) I work flexible hours, which is great.

e) Between 40 and 50 hours.

f) We're doing quite well.

g) The room is very comfortable.

h) From time to time.

i) I'm from Italy.

A" Match the sentence beginnings with the endings.

1 Call me back a) incorrect.

2 Can I speak to b) a refund.

3 I havea ¢) Georg Sipos, please?

4 The invoice is d) to hear that.

5 There’s e) Pat Carter speaking.

6 We can give you f) a piece missing.

7 Hello, this is g) later, please.

8 I'm very sorry h) problem with my new laptop.

CEMECTP 6

L. Complete the text with words and phrases from the box.

book, buy, check in, collect, go through, take, watch

I travel abroad for work about once a month. I always (1) my ticket and

2) my hotel room on the Internet. I carry a small suitcase and I always use an electronic ticket. So, when I arrive
at the airport, I can immediately

3) security. I never (4) the in-flight movie. On the plane, I like to work on my computer.
When [ arrive at my destination, I don’t have to (5) my luggage because I carry it on the plane with me. I usually (6)

taxi to my hotel. After I (7)
at the hotel, I usually go for a walk. After a long flight, I need the exercise!

II. Choose the best word to complete the sentences.

1 Apple pie is usually served as a (starter / dessert).

2 (Cabbage / Salmon) is a type of vegetable.

3 In most countries, you leave a (soup / tip) for the waiter in a restaurant.

4 (Sushi / Tiramisu) is a common main course in Japan.

5 ‘Bill’ in London restaurants means the same as (‘check’ / ‘receipt’) in New York restaurants.

6 (Ice cream / Paté) isn’t usually served as a dessert.

7 The waiter usually brings you the (menu / bill) at the start of the meal.

1. Complete the text with the correct form (present simple or past simple) of the verbs in brackets.

My company (1) (provide) training every year for all employees. Last month, I (2) (go) on a three-day training course about
project management. It (3) (be) an interesting three days. We (4) (read) case studies about successful and unsuccessful proj
then (5)(discuss) them. The quality of the training (6) (be) always very high and every course (7) (give) us a lot
information.

Iv. Match the questions with the responses.

1 How much is the room per night?

2 Can I have your credit card details?

3 Is there a restaurant in the hotel?

4 What time do you expect to arrive?

5 Is there a car park?

6 So that’s a single room for two nights?

7 Can I pay with American Express?

8 Hello, Hotel Carmen. How can I help you?

a) Sure. It’s a Visa. The number is ...

b) I'm sorry, there isn’t but you can leave your car on the street in front of the hotel.

c) It’s €100.

d) Yes, you can. We take all major credit cards.

e) Yes, that’s right.

f) After 10 p.m.




g) I’d like to book a room, please.

h) Yes, there is. And it’s open 24 hours a day.

Kputepuu ouenku recra:

Crynent Bemmonuun 84-100% 3amganuit «OTJIMYHOY, MOBBIIIEHHBIH YPOBEHb
Crynent Boinonanuin84-100% 3ananuit «XOpOUIOY», IOPOTOBBIN YPOBEHb

CryneHt BeinonHunS0-65% 3ananuit «YIOBJIETBOPUTENBHO», IIOPOTOBBIN YPOBEHb

Crynent BeimonHuI MeHee 50% 3amaHuil  «HEYHOBIETBOPHTENIHHO», YPOBEHb HE C(HOPMUPOBAH
Ouenounoe cpenctso «POJIEBAS UTPAY
I. Tema (mpobnema) ,,Why are staff unhappy”

Kownmemnust urpsl: Many employees of a company are unhappy, and the owners are worried that some will leave. A team from
Human Resources is interviewing people in different departments: a receptionist, a website developer, a writer and, a graphic

designer.
Pomnu: a) an interviewer (Human Resources); 0) staff members (a receptionist, a website developer, a writer and, a graphic designer).
OsxuaeMblii pe3yabTaT — MHCIICHUPOBKa OeceZbl  OpPraHU30BaHa u npencTaBiIeHa B

COOTBETCTBHH C CHUTYaI[HeH OOIIeHHS.

2. Tema (mpobniema) «Dealing with problems»

Konnenmus urper: An office worker in a car-hire firm wants to start work later in the morning, but the manager does not agree.

Pomu: a) a manager; 6) an office worker. Oxunnaemslii pe3ynbrar — MHCLICHUPOBKA Gecenbl
OpraHH30BaHa u npe/cTaBICHa B COOTBETCTBHHU C CUTYallel OOLICHUS.

3. Tema (mpobnema) «Participating in discussion»

Konnenuus urpel: You are taking part in a marketing meeting to discuss the launch of a new range of biscuits and how to promote
it.

Pomm: a) an advertising manager; 0) an advertising manager. OXXuaeMblii  pe3yiabTaT — WHCIICHUPOBKA Oecenbl
OpraHn3oBaHa )4 npeacTasjicHa B COOTBCTCTBUU C CHTyaHHeﬁ 06IIICHI/IH.
4. Tema (mpobnema) «Making arrangements»

Konnenmus urpsr: The Managing Director calls a customer to arrange a meeting next week. The Managing Director suggests a time
and date. The customer agrees.

Ponu: a) a managing director; 6) a customer. OxxumaembIit pe3ynprat — WHCIICHUPOBKA Oecepl
OpraHu30BaHa u npecTaBieHa B COOTBETCTBUH C CHUTYyallMei OOLICHHS.

5. Tema (mpobniema) «Interview skills»

Konmermust urper: A director of a well-known group of travel agents is looking for someone to manage the sales office in Tokyo,

Japan.

Ponu: a) a director; 6) a candidate for the job. Oxxunaemsiit pe3ynbratr — WHCLIEHUPOBKA Oecenbl
OpraHH30BaHa u Ipe/IcTaBICHa B COOTBETCTBHH C CUTYaIlMiel OOLICHUS.

Kputepuu ouenku:

«OTIMYHOY», TIOBBIIICHHBIN YpOBeHb: CTYICHT CaMOCTOSTEIILHO peallu3yeT YMEHUE MOCTPOUTh  BBICKA3bIBAaHHS B

CMOJICTTUPOBAHHBIX (mpenaraeMbIX) CUTYalUsAX OOMICHUS HA MHOCTPAHHOM SI3bIKE, PAaBUIIBHO WCIIONB3Ys BepOabHbIC

1 HeBepOabHBIE CPEICTBA OOIIEHHUS; BIIaJIeeT MHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JIEIOBOTO OOIICHHUSI.

«XopoI1110», MOPOroBelid ypoBeHb: CTyneHT crocoOeH Mmoka3aTb yMEHHUs MOCTPOUTH BBICKA3bIBAHMS B

CMOJICTTUPOBAHHBIX (mpenaraeMbIX) CUTYalUAX OOIICHUS HA MHOCTPAHHOM S3bIKE, MPABUIIBHO WCIONB3Ys BepOabHbIC

1 HeBepOabHBIE CPEICTBA OOIICHHUS;CIOCOOSH YACTUIHO MOKA3aTh BiaJICHHE WHOCTPAHHBIM SI3BIKOM KaK CTHIIEM JIEIOBOTO

o01IeHHs.

«Y IOBJIETBOPUTEIILHOY, TOPOTOBBIN YpoBeHb: CTYACHT MO PYKOBOJCTBOM MPENoIaBaTes COCOOSH MoKa3aTh yMEHHS TOCTPOUTD

BBICKa3bIBaHHS B CMOJICIMPOBAaHHBIX (TIpEIIaracMbIX) CUTYAIHUAX OONICHUST HA MHOCTPAHHOM SI3bIKE, MPABHIBHO HCIIOB3Ys

BepOaJIbHBIE M HEBEPOATbHBIE CPECTBA OOIICHUS; CTOCOOEH YaCTHYHO ITOKa3aTh BIIAJICHUE HHOCTPAHHBIM SI3BIKOM KaK CTHIIEM

JIEJIOBOr0O OOIIEHUS.

«HeynoBieTBOpUTENLHOY, YPOBEHb He chopmupoBaH: CTYACHT 3aTpyIHACTCS WITH HE MOXET M0Ka3aTh yMEHUS

MTOCTPOUTH BHICKA3bIBAHUS B CMOJCIMPOBAHHBIX (TIPEAIaraeMbIX) CUTYaIHAX OOMICHNsT Ha MHOCTPAaHHOM SI3bIKE, TIPABIIILHO
HCTIONB3YSI BepOanbHbIC 1 HeBepOalbHBIE CPEACTBA OOLICHNUS; HE BIAJeeT MHOCTPAHHBIM SI3bIKOM KaK CT|

JIEJIOBOr'O OOIIEHUS.

Ouenounoe cpenctso «[IEPEBOJ] TEKCTOB»

[TprMepHBIE TEKCTHI VIS IEPEBO/A C aHTTIMHCKOTO Ha PYCCKHI

Text 1

Business diary: Paul Trible, Paul Watson as told to Vanessa Friedman

Paul Trible and Paul Watson are founders of Ledbury, a company that makes luxury shirts. Their company is in Richmond, USA.
The first thing they do every day when they get to work is check customer e-mails. They do about 95 per cent of their business
online, selling about 4,500 shirts a month. They sell 5 Per cent of their shirts in the store in Richmond, Virginia.

The company has two fulltime employees. They don't have official meetings. They talk to each other. At lunchtime, they go to the




shop to talk to customers. They spend 25 per cent of the day on the phone with their web designer. The website takes a lot of time
and money.

To raise money ($300,000) to start the business, they asked 20 friends from their business school to invest money. The friends also
wear the shirts and introduce their colleagues to the company. For example, an investor who works in a large insurance company in
Houston wore their shirts, and in the past four months they got about 12 more customers from there.

Text 2

Business diary: Johan Roets as told to Jude Webber

Johan Roets is Head of Personal and Business Banking for the Americas at Standard Bank. He is based in Buenos Aires.

Johan says, "I don't really have a typical day. Sometimes I have a conference call with the executive committee at 3 a.m. there is a
five-hour time difference with our head office in Johannesburg.

Usually, the Argentine day doesn't start until 10 a.m. or 11 a.m. I do my best thinking in the morning and my best administration in
the afternoon. "I go to South Africa every couple of months. What I love about travel is the solitude to think and read. I don't like
meetings they can be incredibly unproductive and I try to avoid them. I sit on two boards and typically have six or eight meetings a
week.

“ The way I pay attention to things is to write them down. I buy notebooks and take them everywhere. I write whenever I can during
the day, and I go back and highlight important bits.

"I think the great secret in life — and business — is to focus on maximising your strengths, not improving your weaknesses. My
passions are business, technology and people."

Text 3
Should I stay or should I go? by Lucy Kellaway
The problem "My new job is a great disappointment. My department is badly run, top management s don't seem to care, and my
new colleagues are not very friendly. Now I hear that my old boss wants me back. I want to see if he is serious, but that might seem
like I am desperate to return to my old job. Besides, I don't want to be too hasty. I have worked in my new job for six months. After
all, it takes time to be accepted into a successful team."
Senior manager, male, mid-50s.
The solution

Going back to an old employer is never a bad idea. You know exactly what it is like to work for your old boss. You knov
that working there is comfortable, and sometimes comfort is a good thing.
You say your old boss is anxious to rehire you, but don't approach him yet. Wait and let him come to you. Try to negotiate a return
with a lot more money and a promotion.
But remember you've only been away for six months. I'm not sure that this is long
enough
to make a decision about the new place.
Some organisations don't like outsiders; it takes a while before they accept them, and until then, they are pretty unfriendly. Spend
time working hard at your new job and be friendly.
Then, if you decide to go back to your old job, you know that you tried.

Text 4

Istanbul guide: from the bazaar to the Bosphorus by Andrew Finke

Where to stay

If you are in Istanbul for sightseeing, then you could stay in Sultanahmet or find a small s hotel away from the tourist areas.
However, this may not be the best option for the business traveler with a moming appointment on the far side of town. Traffic and
distance can be a problem for those on a busy schedule. The challenge is to get the work done, but also find time to discover what
makes Istanbul unique.

Many of the city's five-star hotels enjoy a view where you can see lights on the Bosphorus and passing ships.

Where to eat

A visit to the grand bazaar can feel exotic. An afternoon at Hagia Sophia, once a Byzantine church, then a mosque and now a
museum, is recommended. But some of the best sightseeing in Istanbul is done with a knife and fork.

What to see There are a large number of restaurants along the river. A Bosphorus meal is a great Istanbul tradition. A meal can
include a cold meze, then a hot hors d'euvre, followed by a perfectly cooked piece of fresh fish.

How to travel around the city

Try to arrange your flights to avoid the rush hour, which in the evening can last until 9 p.m.

There is a metro line that takes 40 minutes from the European airport. But the last stop is not in the most convenient part of the old
city, and the chances are that you will have to continue your journey by taxi.

Cabs from the airyort are strictly confolled. All cabs in the ciry run on a meter and are reasonably priced.

If you can reach your destination by ferry, it is the best way to see the city, and the boats run on time.

Kputepuu ouenku:

«OTIUYHOY, MTOBBIIICHHBIN ypoBeHb: CTYEHT CAaMOCTOSITENBHO pealn3yeT YMEHHUs 110 epeBoay NpohecCHOHATBHBIX TEKCTOB C
MHOCTPAHHOTO Ha rOCYJapCTBEHHBIN A3bIK 1 00PATHO, BIIaJIceT OCHOBAMH TEXHHUKHU I1E€PEBOJIA.

«Xopo110», MOPOTOBEIH ypoBeHb: CTyIEHT CIIOCOOEH ITOKa3aTh yMEHUE MepeBo/ia MPOoeCcCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO Ha
TOCYapCTBEHHBIH S3BIK H 00PAaTHO, CIIOCOOCH YaCTUYIHO MOKA3aTh BIIAACHHE OCHOBAMH TE€XHHKH IIEPEBOJIA.

«Y IOBIETBOPUTENBHOY, TIOPOrOBBII ypoBeHb: CTy[EHT CHOCOOEH 10| PYKOBOJCTBOM MPENOJaBaTeNs I0Ka3aTh yMEHNUS 110

MepeBo/Ty PO ECCHOHATBHBIX TEKCTOB C HHOCTPAHHOTO Ha TOCYIapCTBEHHBIN S3BIK 1 00pAaTHO, CIIOCOOCH MOKa3aTh YaCTHYHOE
BJIaJICHUE OCHOBAMU TEXHUKHU IIEPEBOJA.

«HeynoBneTBopUTETbHO», YPOBEHb He copmupoBaH: CTyAeHT 3aTpyAHSIETCS WIIM HE MOXeT M0Ka3aTh yMEHUs, HeE




BJIa/Ie€T OCHOBAMHU TEXHUKHU IIE€pPEBO/IA.
Ouenounoe cpenctso «[IPESEHTATIIA»

TeMbl 151 Tpe3eHTaLuil:

1. Types of markets

2. Presentation of the company
3. Future Plans

Kpurepun oreHku:

«OTINYHOY, TTOBHIICHHBIN YPOBEHB: CTYACHT CAMOCTOSATENIBHO PEan3yeT yMEHUE IOCTPOUTDH BHICKA3BIBAHUS B CMOJICITUPOBAHHBIX
(npennaraeMpIxX) cUTyalusx OOLUICHUSI HA MHOCTPAHHOM sI3BbIKE, IPaBUIILHO HCIIOb3Ys BepOasbHble U HeBepOalbHbIE CPEICTBA
001IeHNs1, apIryMEHTHPOBAHO U3JIaraTh COOCTBEHHYIO TOUKY 3PCHHUS HA HHOCTPAHHOM SI3bIKE; BJIaJICCT HABBIKAMH BE/ICHUS
JIVICKYCCHU W TIOJIEMHKH Ha HHOCTPAHHOM SI3BIKE M MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEIOBOTO OOIICHHS.

«Xopo110», IOPOTOBEIH YPOBEHB: CTYICHT CIIOCOOCH MTOKa3aTh YMEHHS IIOCTPOUTH BBICKA3BIBAHUS B CMOJICTHPOBAHHBIX
(mpemnaraeMbIX) CUTyalUsX OOLIEHHs! HA HHOCTPaHHOM S3bIKE, PABMIIBHO MCIIOJIb3Ys BepOanbHbIe 1 HEBepOaIbHBIC CPE/ICTBA
0O0IIeHNs, a TaKXKe M3JIaraTh COOCTBEHHYIO TOUKY 3pCHHUS Ha HHOCTPAHHOM S3BIKE; CTIOCOOEH YaCTHYHO ITOKA3aTh BIAJICHUC
MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JIETIOBOTO OOIMIEHHS, a TAK)KE HABBIKAMHU BEICHUS AUCKYCCUU U ITOJIEMUKH.

«Y 1OBJICTBOPUTEIIBHOY, IOPOTOBBIH YPOBEHB: CTYAEHT I10]] PYKOBOJICTBOM IIPEIoaBaTes CHoCOOCH 1T0Ka3aTh YMEHHUS HOCTPOUTh
BBICKA3bIBaHUSI B CMO/ICJIMPOBAHHBIX (TIPEIaracMbIX) CUTYallsIX OOLIEHHSI HA HHOCTPAHHOM SI3bIKE, IPABUIBHO HCTIONb3Ys
BepOaTbHEIC M HEBEpOATBbHBIC CpecTBa OOIIEHHS 1 H3JIarasi CBOIO TOUKY 3pEHHSI Ha HHOCTPAHHOM SI3BIKE; CIIOCOOCH YaCTHYIHO
MOKa3aTh BIaJ€HHE HHOCTPAHHBIM S3BIKOM KaK CTHJIEM JAEIOBOTO OOIICHHUS.

«HeynosnerBopuTeIbHO», YPOBEHb HE CHOPMUPOBAH: CTYICHT 3aTPYIHSICTCS MIIM HE MOXKET II0Ka3aTh YMEHHUS IOCTPOUTh
BBICKa3BIBaHMS B CMOJICIMPOBAHHBIX (IPe/TaraeMbIX) CUTYAIUAX OOIICHUS HA HHOCTPAHHOM SI3BIKE, TIPABIIIBHO MCIIOIB3YA
BepOaIbHBIC M HEBEpOATbHBIC CpecTBa OOIIEHHS; HE BlIaleeT MHOCTPAHHBIM S3BIKOM KaK CTHJIEM JEIOBOTO OOIICHHUS, HE BIaJeeT
HaBBIKAMU BE/ICHUS MCKYCCHU Ha HHOCTPAHHOM SI3bIKE.

5.3. TeMbl NUCHMEHHBIX PadoT (3cce, pedpepaThbl, KypcoBbIe padOTHI U JAP.)

- The Inquiry Letter
— The Invitation Letter
— The Letter of Complaint

Kpurepun ouenku:

Ornenka "ormyHo": CTyJeHT MOKa3bIBaeT TITyOOKHH YPOBEHBb 3HAHUI 0COOEHHOCTEH CTHIUCTHKH

HalMCaHusl OQUIUATIBHBIX u Heo(pHLINATBHBIX ceM,

CTPYKTYPHOM TUIIOJIOTUH u TIPaBuUII

MIOCTPOCHUS MTUCEMEHHOTO peUYeBOTO BHICKA3bIBAaHHS HA M3y4aecMOM

SI3BIKE; CAMOCTOSITEJIBHO peanuzyer YMEHUS BECTHU JIEJIOBYIO
MEPEHNUCKY c y4eToM

COLIMOKYIIBTYPHBIX ocoOeHHOCTEeH C MIPEACTaBUTEISIMH JAPYTHX

CTpaH;

BJAZCeT TEXHHUKOH /EJOBOTO HHChMa HAa MHOCTPAHHOM SI3BIKE.

Ornenka "xopomo": CTyIeHT  IOKa3bIBaeT XOPOIIHH YPOBEHB 3HAHUI 0COOEHHOCTEH CTITUCTHKH

HaluCcaHus OQUIINATIBHBIX u HEO(UINAIBHBIX HceM,

CTPYKTYPHO# THUIIOJIOTHH u MpaBuUIl

MOCTPOCHHUS MHCbMEHHOTO peueBOro BbICKA3bIBAaHHS HA M3y4aeMOM

SI3BIKE; CIIOCOOCH MOKa3aTh YMEHHS BECTH JICIIOBYIO

MIEPENUCKY c ydeToM COLIMOKYJIBTYPHBIX OCOOEHHOCTEH c

MIPEACTaBUTEIISIMH JPYTUX CTpaH; cocoOeH 4aCTMYHO MOKAa3aTh BJIA/ICHHE TEXHUKOW JIEIOBOTO THChMa

Ha HHOCTPaHHOM SI3BIKE.
Orenka "ynoBieTBoputenbHO": CTYIEHT MoKa3biBaeT 0a30BBIN YPOBEHb 3HAHUN OCOOCHHOCTEH CTIITUCTHKY HATIHCAHUS
OpUIHATEHEIX ¥ HEO(QUITUATBHBIX TUCEM, CTPYKTYPHOH TUIIOJIOTHHU M IIPABHJI IOCTPOCHUS MUCBMEHHOTO PEYEBOTO
BBICKa3BbIBaHUS HA M3y9aeMOM SI3BIKE; ITOJT PyKOBOJCTBOM IIPETIOAABATENS CIOCOOCH ITOKa3aTh YMEHHS BECTH JICIIOBYIO
MIEPEITUCKY C YUETOM COIMOKYIBTYPHBIX OCOOEHHOCTEH C MPENCTaBUTEISIMH APYTHUX CTPAH; CIIOCOOCH YaCTHYHO TIOKa3aTh
BJIaJICHNE TEXHUKOH JEJIOBOTO MUChMa Ha WHOCTPAHHOM SI3BIKE.
Ornenka "HeynoBineTBopuTeIbHO": CTYICHT MOKa3hIBACT HEYIOBICTBOPUTEIBHBIN YPOBEHb 3HAHUN OCOOCHHOCTEH CTHIIMCTHKH
HaNMCaHusl OQUIUATBHBIX U HEO(DUIMANBHBIX THCEM, CTPYKTYPHOW THUIIOJIOTHH WM TPABHUJI MOCTPOCHHUS  MHCbMEHHOTO
peueBOro BBICKA3BIBAHMSA HA M3Y4aeMOM S3bIKE; 3aTPYIHACTCS WIM HE MOXKET MOKa3aTh yMEHHS BECTH  JIEJIOBYIO
HEePEnuCKy c Y4E€TOM COLMOKYJIBTYPHBIX OCOOEHHOCTEH C MPEICTaBUTEISIMU APYTUX

5.4. OueHo4HbIe CPEACTBA AJIsl IPOMEKYTOUHOM aTTecTauuu

B xoHIe 6 cemecTpa CTYAEHTHI CAAIOT 3a4eT 110 AUCHUIIIMHE. 3a4eT BKIIOYaeT B ce0s CIeAYIONe 3aJaHus:
1. TIpoMexyTOYHBIH TECT
2. Make up a dialogue

1) IIpoMexXyTOUHEIHA TECT TS 3a4eTa BKITFOUACT JICKCHKO-TPAMMAaTHICCKUE 3aIaHus, 3aJaHNs Ha YTCHUE 1 IOHNMAaHHEe TEKCTa,
3aaHMe TI0 HAIMCAHHIO JIEJIOBOTO MHChMa U (OpMHpYETCs U3 OaHKa BOIPOCOB, KOTOPEIH MPEICTABICH B OLIEHOYHOM CPEICTBE
«Tecty.




IIpumepHbIe 3a1aHuA:

- give the Russian equivalents for the Active Vocabulary word-combinations;
- suggest synonyms from the Active Vocabulary list to match the given expressions;
- complete the sentences using the Active Vocabulary;

- answer the questions using the Active Vocabulary;

- translate into English (Russian) using the Active Vocabulary expressions;

- read the text and match the headings with the paragraphs;

- read the text and answer the questions;

- complete the sentences about the text;

- put the sentences in the best order to write the e-mail to the staff;

- complete the letter with the words from the box;

- match the parts of the letter to their names;

- write a formal letter to the ... about .... .

2. TemaTuKa qUajIOroB:

- Participating in discussion
- Dealing with problems

- Presenting your company
- Making arrangements

- A job interview

Kpurepuu onieHku Ha 3auere:

- «3aYTEHO» BBICTABISIETCS CTY/AICHTY, €ClM C(hOPMHUPOBAH KaK MUHIUMYM ITOPOTOBBIN yPOBEHb HHANKATOPA TOCTIKEHHS
KOMIIETCHIIUH:

- IOKa3bIBaeT 0a30BbIN YPOBEHb 3HAHUI OCHOBHBIX TPAMMATHYECKUX CTPYKTYp; OOIIEYIOTPEOUTENBHOM, OOIEKYIbTYPHOI 1
podeCCHOHANBHOMN JIEKCHKH; PEUEBBIX KIHUIIIE, HEOOXOAUMBIX JIsl OCYIIECTBICHUS IEI0BOY KOMMYHHKAIIMN Ha HHOCTPAHHOM
SI3BIKE; a TAK)Ke 3HAHUI OCHOBHBIX IIEPEBOIUECKUX TPaHC(HOPMAIIHH;

- 1I0J] PYKOBOJICTBOM IIPEIOJIaBaTelIsl CIIOCOOEH I0Ka3aTh YMEHUS! TOCTPOEHHS BBICKA3bIBAHHS B CMOZIEIMPOBAHHBIX
(IpequtaraeMbIX) CUTyalusX OOIEHUSI HA HHOCTPAHHOM SI3bIKE, TPABMIILHO MCIONIB3Ys BepOanbHble N HeBepOaIbHbIE CPE/ICTBA
0OIIeHHs; a TaK)Ke BHITTOIHATH MEPEBO/I MPOPECCHOHANIBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) HA TOCYAAPCTBEHHBIH S3bIK 1
00patHo;

- COCOOEH YacTUYHO TTOKa3aTh BJIAJICHIE HHOCTPAHHBIM S3bIKOM KaK CTHIJIEM JIEIOBOTO OOIIEHNUS, OCHOBAMHU TEXHUKHU
epeBoa.

- HE3aYTCHO» BBICTABIIAETCA CTYJCHTY, €CIIH yPOBEHb MHANKATOPA JOCTIKEHNSI KOMIIETEHIIMN HE C()OPMUPOBAH:

- MOKa3bIBaET HEY/IOBJIETBOPHUTENLHbII YPOBEHb 3HAHHMI OCHOBHBIX TPAMMATHYECKHX CTPYKTYp; OOLIEYOTPEOUTEILHOM,
00IIEKYIbTYPHOH U NPO(ECCHOHATIBHOM JIEKCUKH;, PEYEBBIX KIHIIE, HEOOXOIUMBIX ISl OCYILECTBICHHS AEIOBOI
KOMMYHHKALIMK HAa THOCTPAHHOM SI3bIKE; 0COOCHHOCTEH CTHIIMCTHKH HAaITMCaHUs OPUIIMATBHBIX U HeO(UIMANIBHBIX IIHCEM, a
TaKKe 3HAHWI OCHOBHBIX NIEPEBOIYECKUX TPaHCHOPMAIIHii;

- 3aTpyAHSETCS WM HE MOXET TI0Ka3aTh YMEHUsI TOCTPOCHHS BBICKA3bIBAaHHS B CMOZEIMPOBAHHBIX (TIPEUIaraeMblX) CUTYaIHIX
o0IIeHHsT Ha THOCTPAHHOM $I3bIKE, IIPABUIIBHO UCIIONb3YsI BepOaIbHbIe U HeBepOabHbIE CPEICTBA OOIEHHUS; BECTH JAETIOBYIO
TIEPETINCKY C YIETOM COLMOKYIBTYPHBIX OCOOCHHOCTEH C MPEACTaBUTEINSIMH APYTHX CTPaH, @ TAKXKE BBHITIOJIHATH EPEBOJL
PO eCCHOHANBHBIX TEKCTOB ¢ HHOCTPAHHOTO (-bIX) Ha TOCYAApPCTBEHHBIN SI3BIK M 0OPaTHO;

- HE BJIaJICET MHOCTPAHHBIM SI3BIKOM KaK CTHJIEM JIEJIOBOTO OOIIEHHSI, TEXHUKOW /I€II0OBOTO ITHCbMa Ha HHOCTPAHHOM SI3BIKE;
OCHOBAaMHM TE€XHMKH IIEPEBOJA.

B KkoHIIE 6 ceMecTpa CTYAEHTHI CAAK0T SK3aMEH, KOTOPBIM BKIIIOYAET CIIEAYIOLIME 3aJaHMUs:
1. Make up a Dialogue.
2. Translate the Text into Russian.

1. TemaTuka Tuanoros
- Participating in discussion
- Dealing with problems
- Presenting your company
— Making arrangements
— A job interview
- Discuss the conditions which are important for people starting new business.
- Discuss what qualities and skills a good manager should have.
- Think of a world event in resent history and discuss it.
- Discuss which qualities are the most important for a successful career in business.
- Think of a successful company you know and discuss its products and achievements.

2. HpI/IMepHLIe TCEKCTHBI IJI IEpeBOaa

Text 1
E-mail Style




In the 21st century the most common form of communication is almost certainly e-mail — a means of sending and
receiving messages —internally, nationally or internationally.

E-mail is relatively low in cost and does not require a trained operator. It is also fast, relatively reliable and messages
can be sent anywhere in the world, and stored in the mailbox until they are retrieved. This can be particularly advantageous for
users who are communicating across international time zones as messages can be read at any time when the receiver is
ready.Text 2

Text 2

Annotation of the book: Economics and Culture
David Throsby

Macquarie University, Sydney

In an increasingly globalised world, eco-nomic and cultural imperatives can be seen as two of the most powerful forces
shaping human behaviour. This book considers the relationship between economics end culture both as areas of intellectual
discourse, and as systems of social organization.

Adopting a broad definition of culture, it explores the economic dimensions of culture, and the cultural context of economics.
The book is built on a foundation of value theory, developing the twin notions of economic and cultural value as underlying
principles for integrating the two fields. Ideas of cultural capital and sustainability are discussed, especially as means of
analysing the particular problems of cultural heritage, drawing parallels with the treatment of natural capital in ecological
economics.

The book goes on to discuss the economics of creativity in the production of cultural goods and services; culture in economic
development; the cultural industries; and cultural policy.

"What a pleasure to read an economic analysis of culture and cultural critique of economics by a well-trained, thoroughly
cultured economist! This is a book we all ought to read."

Text 3

The Web

Now that the Internet has arrived, it is difficult to imagine how we lived without it; it has revolutionized communications.
Changes are taking place al an incredible speed. Hardware is becoming more compact, faster and more affordable, allowing
more individuals and companies to utilize the Net. In the past, research took longer, important documents got lost in the post and
information could be difficult to find.

Unfortunately this revolution has brought with it a new set of problems. Research is certainly quicker, but connections can be
slow, making it difficult to access the websites that you need. Documents can still get lost, but now they float around cyberspace.
Spain can be a problem when your e-mail account becomes overloaded with advertising that you don't want. But more sinister
are the various computer viruses which can make your computer crash. And not all countries have equal access to the advantages
of new technology.

Kputepuu onieHkH Ha SK3aMeHe:

O1leHKa «OTJIMYHOY» BBICTABIISIETCS, €CJIM CTYJCHT ITOKa3bIBACT TIIyOOKOE 3HAHUE:

-TpaMMaTHYCCKUX CTPYKTYP; OOIICYIIOTPEOUTEIBHOM, O0MIEKYIbTYPHON U MTPOGECCHOHATBHOMN JICKCUKH; PEUYEBhIX KIIUIIIE,
HEOOXOJUMBIX JUIS OCYIICCTBICHHUS AETI0BOH KOMMYHHKAIIMU HA MHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTUKHU HAITMCAHUS O(DUITHAEHBIX U HEO(DUIHATHHBIX TIICEM, CTPYKTYPHOU THITOJIOTHH U TIPABUIT
MTOCTPOCHHSI MUCHMEHHOTO PEUCBOTO BHICKA3EIBAHMS HA N3Y4acMOM SI3BIKE;

- OCHOBHBIX MIEPEBOTICCKHUX TPaHCHOpMAITHA.

CTyaeHT caMOCTOSTENBHO Pean3yeT YMEHHS:

- IOCTPOUTH BBICKA3bIBAHUS B CMOJICITMPOBAHHBIX (TIPEAIaraeMbIX) CUTYAIMSIX OOIIEHISI HA HHOCTPAHHOM S3BIKE, TPABHIILHO
HCITOJIb3YS BepOaNbHBIE M HEBepOALHBIE CpeICTBa OOIICHNS;

- BECTH JICJIOBYIO IIEPEIUCKY C YYETOM COLMOKYJIbTYPHBIX OCOOCHHOCTEH C MPEICTaBUTEISIMHU IPYTHX CTPaH;

- nepeBoia NpoheCCUOHATBHBIX TEKCTOB C MHOCTPAHHOI'O Ha IOCYJapCTBEHHBIH SI3bIK U 00paTHO.

CryneHt Biajaeer:

- MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JICIIOBOTO OOIICHYS;

- TEXHUKOH JICIIOBOTO MMHChMa Ha UHOCTPAHHOM SI3BIKE;

- OCHOBaMH TEXHHUKH TIEPEBOIA.

O1eHKa «XOPOILOY BBICTABILIETCS, €CIIH CTYACHT IIOKa3bIBaeT XOPOIIHE 3HAHHUS:

- OCHOBHBIX TPaMMAaTHICCKHUX CTPYKTYP; OOMIEYyTOTPEOUTENBHOMN, OOMEKYIbTYPHOH 1 TPo(eCcCHOHANBHON JIEKCHKH; PEUEBBIX
KJIMIIE, HEOOXOAUMBIX JUISl OCYIECTBICHUS AEI0BOH KOMMYHHUKAMH Ha HHOCTPAHHOM SI3BIKE;

- 0COOCHHOCTEH CTHIIMCTHKY HAIlMCAHUS O(QUIMATBHBIX M HEO(DUIIMAIBHBIX IIHCEM, CTPYKTYPHOI THIIOIOTHH M IIPABUI
TIOCTPOCHUA MMCbMEHHOI'O pE€YCBOI'0O BHICKA3bIBAHUA HA U3Yy4aCMOM SA3BIKC,

- OCHOBHBIX IEPEBOTYECKUX TpaHC(HOPMAIHH.

CtyneHT crioco0eH oKa3aTh yMEHHUS:

- IOCTPOUTH BBICKa3bIBaHHS B CMOJIEIIMPOBAHHBIX (TIpeIaraeMbIX) CUTyalUsX OOIIeHHsT Ha HHOCTPAHHOM $I3bIKE, IIPaBUIIBHO
UCTIONB3Ys BepOasibHbIe M HeBepOaIbHbIE CPeACTBa OOIICHHMS;

- BECTH JICJIOBYIO IIEPETIUCKY C YUETOM COLIMOKYJIBTYPHBIX OCOOEHHOCTEH C IPEICTaBUTEISIMU IPYTHX CTPaH;

- BBITIOJTHUTH EPEBOJ NPOPECCHOHABHBIX TEKCTOB ¢ HHOCTPAHHOTO Ha TOCYNAPCTBEHHBIH S3bIK M 0OPAaTHO € YaCTHYHOMN
TIOMOIIBEO TIPETIOaBaTEIs.




CTyHeHT CIIOCOOEH YaCTUYHO IOKA3aTh BJIaACHUC!

- MHOCTPAHHBIM S3bIKOM KaK CTHJIEM JCJIOBOT'O 06IIIeHI/I$I;
- TEXHHUKOU JACJIOBOI'O MUCbMa Ha UHOCTPAHHOM S3bIKC.

- OCHOBaMU TCXHUKHU IEPCBOAA.

O1ieHKa «Y/IOBICTBOPUTENBHOY BBICTABISIETCS], €CIIM CTYICHT II0Ka3biBaeT 0a30Bbli YpOBEHb 3HAHHIA:

- OCHOBHBIX IPaMMaTHYCCKHX CTPYKTYP; OOIICYTOTPEOUTEIBHOM, OOMICKYIBTYPHOH 1 MPO(ECCHOHATBHOM JIEKCUKH, PEUCBBIX
KJIMIIEC, HeO6XOI[I/IMBIX IS OCyH_[eCTBJ'IeHI/Iﬂ )ICHOBOﬁ KOMMyHI/IKaI_H/II/I Ha I/IHOCTpaHHOM SA3BIKC,

- 0COOCHHOCTEH CTHIIMCTHKH HAITUCAHUsI OPUIIMATBHBIX U HEO(DUIIMAIBHBIX TTHCEM, CTPYKTYPHOH THITOJIOTMH U TIPaBUIT
HOCTpOCHI/IH IIUCBMECHHOI'O pequoro BBICKA3bIBAHUS HA 1/13yqaeM0M SI3BIKC,

- OCHOBHBIX MIEPEBOTYCCKHUX TPaHCHOpMAITHiA.

[ox pyKOBOJICTBOM MpENOAaBaTeIs CIOCOOSH MOKa3aTh YMEHUS:

- IOCTPOUTH BBHICKA3bIBAHUS B CMOJICIIMPOBAHHEIX (TIPEIIaracMbIX) CUTYAIHIX OOIICHHUS HA HHOCTPAHHOM SI3BIKE, TPABHIBHO
UCIIOJB3Ys BepOalibHbIe U HeBepOaIbHbIC CPEACTBA OOIICHHS;

- BECTH JICJIOBYIO TIEPETIUCKY C YUYETOM COLMOKYIIbTYPHBIX OCOOCHHOCTEH ¢ MPEACTABUTENSIMU IPYTHX CTPaH;

- BBIIIOJIHUTH MEPEBOA MPO(ECCHOHANBHBIX TEKCTOB C HHOCTPAHHOTO HA FOCYIAPCTBEHHbIH S3bIK U 0OPATHO C YaCTHYHOMN
MIOMOIIIBIO TIPETO/1aBATES.

CryneHT crmocoOEH 4acTUYHO MOKa3aTh BaICHHE:

- I/IHOCTpaHHBIM SI3BIKOM KaK CTHJIEM ICJIOBOT'O O6HICHI/I$I;

- TeXHHKOfI JCJIOBOI'O IIMCbMa Ha I/IHOCTpaHHOM SA3BIKEC.

- OCHOBAMHU TCXHUKHN nepeBozla

O1eHKa «HEeyI0BJICTBOPUTEIBHO) BBICTABIISETCS, €CJIU CTYEHT [TOKa3bIBAeT HEYJOBIETBOPUTEIILHBIN YPOBEHb 3HAHHM:

- OCHOBHBIX T'PaMMaTH4YECKUX CTPYKTYp; 00IIEYIIOTpeOUTENbHON, O0IIEKYIETYPHOH U TPO(eCCHOHABHOM JIEKCUKH; PEYEBBIX
KJIMIIe, HEOOXOIMMBIX JUISl OCYILIECTBIICHHS JETOBOI KOMMYHHKAIIMA HA MHOCTPAHHOM S3BIKE;

-0COOEHHOCTEH CTHIIMCTUKY HalMCaHUs OQUINATIBHBIX U HEO(PUIIMAIBHBIX THCEM, CTPYKTYPHOM THITOJIOTHH U IIPaBHI
MIOCTPOEHHS MICbMEHHOTO PEYEBOTO BHICKA3BIBAHHSA HA N3y9aEMOM SI3bIKE

-OCHOBHBIX IIEPEBOAYECKUX TPAaHCHOPMALIHH.

CryzeHT 3aTpyaHseTCs WM HE MOXKET IT0Ka3aTh YMEHHS:

- IOCTPOUTH BHICKA3bIBAaHUS B CMOJEIUPOBAHHBIX (IIPEIaraeMblX) CUTyallUsX OOIEHUs HA HHOCTPAHHOM S3BIKE, IPABHIBHO
HCHOJB3Ys BepOaIbHbIe U HeBepOaIbHbIE CPEICTBA OOIICHUS,;

- BECTH JICJIOBYIO TIEPEIIUCKY C YYETOM COL[MOKYJIBTYPHBIX OCOOCHHOCTEH C MPENCTaBUTEISMHU IPYTHX CTPaH;

BBITIOJIHUTB [IEPEBOA NPO(ECCHOHANBHBIX TEKCTOB C MHOCTPAHHOTO Ha FOCYIAPCTBEHHBIH S3bIK U 00PAaTHO C YaCTHYHOM
MIOMOIIBIO NIPENojaBaTess.

CryneHt He BlajeeT:

- UHOCTPAaHHBIM SI3BIKOM KaK CTHJIEM JICIIOBOTO OOIIEHHMSI.

-HE BIIaJIeeT TEXHUKOM JEI0BOTO IMMCbMa HA HHOCTPAHHOM SI3BIKE;

- OCHOBAaMH TEXHHKH TIEPEBOJIA.

6. YHAEBHO-METOJANYECKOE 1 THOOPMAIIMOHHOE OBECIIEYEHUE JUCHUIIJIMHBI (MOAYJIS)

6.1. Pexomenayemas iureparypa

6.1.1. OcHoBHas JIMTEpaTypa

ABTOpBI, COCTaBUTENU 3arynaBue W3narenscTBo, rof, On. aapec
JI1.1 |Murskuna O.B., AHTTUACKHHN S3BIK JUIS AETI0BOTO OOIICHUSI. Kemepogo: http://www.iprbookshop.r
Illepuna 1.B. DKcIpecc-Kype: yueOHoe mocodue s Kemeposckuit u/61258.html
CTYICHTOB BcexX (hopM 00ydeHUs TEXHOJIOTUYCCKHUI
HHCTHUTYT MHUIIEBON
TPOMBIILICHHOCTH,
2014
JI1.2 | Kopotkux XK.A. BBezieHue B TEOPHIO MEXKKYIBTYPHOU Baprayn: AntlTIY, | https://icdlib.nspu.ru/view
KOMMYHHKAITUH: ydeOHOE TTOCOOHE 2015 /icdlib/4388/read.php
6.1.2. JlonoHUTEILHAS JIMTEpPaTYpa
ABTOpBI, COCTaBUTENN 3aryiaBue WznarenscTBo, rof On. anpec
JI2.1 [A6pamos B.E. OneMeHTapHas TpaMMAaTHKa COBPEMEHHOTO Camapa: http://www.iprbookshop.r
AHTJIMICKOTO SI3bIKA JUTSI HAUWHAIOIIUX U IToBomKCKUit u/71909.html
MPOIOJDKAOIINX €r0 U3yUeHHE: YIeOHOe rOCyIapCTBEHHBIH
nocodwue Ui By30B YHUBEPCUTET
TENEKOMMYHHUKALUI
" HHPOPMATHKHY,
2013
6.3.1 Ilepevyenb MporpaMMHOTo odecreYeHnst
6.3.1.1 | MS Office
6.3.1.2 | Kaspersky Endpoint Security s 6usuaeca CTAHJAPTHBIN



http://www.iprbookshop.ru/61258.html
https://icdlib.nspu.ru/view/icdlib/4388/read.php
http://www.iprbookshop.ru/71909.html

6.3.1.3

MS WINDOWS

6.3.14

NVDA

6.3.1.5

Supexc.bpaysep

6.3.1.6

LibreOffice

6.3.1.7

Moodle

6.3.1.8

PEJ] OC

6.3.2 TlepeuyeHb HHPOPMALMOHHBIX CIPABOYHBIX CHCTEM

6.3.2.1

OnekTpoHHO-OnbmMoTeuHas cuctema IPRbooks

6.3.2.2

Baza manHBIX «OneKTpoHHAs OHOMHOTeKa ['OpHO-ANTaliCKOTO TOCYIapCTBEHHOTO YHHBEPCHTETA

7. OBPABOBATEJIBHBIE TEXHOJIOI'NA

JIUCKYyCCHUs

poiesas urpa

8. MATEPUAJIBHO-TEXHUYECKOE OBECIIEYEHUE JUCHUIIIMHbBI (MOYJIS)

Homep aynutopuu | Hasnayenne

OcHOBHOE OCHAIIIEHHE
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KomrsroTepHsiii knacc. Y4eOHas
AyZUTOPUS JUIs IPOBEICHHS 3aHATHIH
JIEKIIMOHHOTO THUIIA, 3aHATHIH CEMUHAPCKOTO
THIIa, KypCOBOT'O NPOSKTUPOBAHHUS
(BBIIOJTHEHUS KYPCOBBIX PadOT), TPYIIIOBBIX
Y MHIMBUIYaJIbHBIX KOHCY/IbTALUH,
TEKYILIEro KOHTPOJIS 1 IPOMEKYTOUHOM
arrecrauuu. [lomemenue s
CaMOCTOATEIHLHON PabOTHI

Pabouee MecTo mpenonasaTenst. [TocagouHbie MecTa st
oOyuaronuxcst (I10 KOJIMYECTBY 00Y4JarOLIHXCs).
KomnproTeps! ¢ noctynom B MHTEpHET
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KomnbrotepHsiit kitacc. YaeOHas
ayANUTOPUS VIS IPOBECHHS 3aHATHH
JIEKIIMOHHOTO THUIIA, 3aHATHH CEMUHAPCKOTO
THIIA, KypCOBOTO MPOCKTUPOBAHHUS
(BBIOTHEHUS KYPCOBBIX PabOT), TPYIIOBBIX
W MHAMBUYaJIbHBIX KOHCYJIbTAIMH,
TEKYILET0 KOHTPOJIS ¥ TPOMEKYTOUHOMN
atrectanuu. [lomemenue qis
CaMOCTOSTEIEHON paboThI

Pabouee mecto npenogaBarens. [locamodnsie Mecta s
oOyJarorxcs (1o KOJINIECTBY OOYJaIOIIHXCS).
KomneroTepsl ¢ nocrynom B MIHTEpHET
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JlabopaTopust reome3nn ¢ OCHOBaMHU
KapTorpadun. YueOHas ayTuTOpHs IS
[IPOBEJICHUS 3aHATUHN JIEKIIMOHHOTO THUIIA,
3aHATUN CEMHUHAPCKOr0 THUIIA, KypCOBOIO
MIPOEKTUPOBAHNUS (BBITIOIHEHHS KYPCOBBIX
paboT), TPYNIOBLIX U MHAUBUYATHHBIX
KOHCYJIbTAIlUH, TEKYILIETO KOHTPOJIS U
MIPOMEKYTOUHOU aTTecTalluu

Pabouee mecro npenopasarens. [locagounsie MecTa s
oOyJaroruxcs (1o KOJINIECTBY OOYJaIOIIHXCS).
BricTaBO4HAs KOJUIEKIIUSI MUHEPAIOB U TOPHBIX MTOPOT;
CTELUATN3UPOBAHHBIC KAPTHI: TEKTOHUYIECKA,
reoJiorudeckas, mKadsl 11 XpaHSHNS yIeOHOTO
000pyHOBaHMS, JIOTKH C Pa3IaTOYHBIM MaTEPUAIIOM,
000py0BaHue JUIsl ONPEICIEHHS MUHEPAJIOB IO
(bU3MUECKUM CBOMCTBAaM, Fe0JIOTHUECKHE KOJUIEKIINH.
HIkad(er) st xpaHeHus: yaeOGHOTO 000PYI0BAHHMS, JIOTKH C
pa3aTOYHBIM MaTepHaoM, 000pYIOBaHUE IS
OIpeieTICHUs] MUHEPAJIOB 10 (PU3MUECKUM CBOMCTBAM,
re0JIOTHYECKNE KOJIEKIINH, MyTHOMEp opTaTuBHbI HI
98703 HANNA; MynbTUra30BbId NEPEHOCHOU
razocuranmarop «Komera-M5» cepun UI'C - 98 ¢
MIPUHYIUTEIBHBIM 1TpobooToopom; KITD xoMIutekt-
MIPAaKTUKYM 9KOJIOTUYECKHMH; TIOYBCHHBIE Ta00OpaTOpHH
No6wucJlad-TTousa; anemomerp Skywatch Xplorer;
nopraTuBHBINA MeTeokoMmIuieke Skywatch Geos Nell Kit2;
nanpHoMep nazepHsid DISTO D210; uzmepurens
okpyxatomei cpensl Extech EN300; ananuzartop
JIBIMOBOTO ra3a testo 320; HaBUTralMOHHBIN NPUEMHUK;
mymomep testo 815; 5X010T; HUBENIUP; IITATUB
HUBEJIMPHBIH; TaXeOMeTp; (POTOMETP; aHATM3aTOP ITBIIH
UKII-5; ananu3atop pacTBOPEHHOro KUcIopoaa Mapk-
3029; TMIIM-1 MUKpOBEpTYIIKa THAPOMETPHUICCKAS;
cHeromep BecoBoiit BC-43; DKOTECT-2000-pH-M (B
komrurekte pH-xkoM6. amm-1 9KC-10601); meteoctranmus M-
49M ¢ KOMIBIOTEPHBIM METe0ananTepom; ncuxpomerp MB
-4-2M (MexaHu4ecKuil) ¢ QyTIIIpOM; TEOJOIHUT; KypBUMETP
MexaHHuecKuil; Tepmomerp KoHTakTHBIN TK-5,01
(TTOBEpXHOCTHBI 30HT)
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Y4eOHast ayAuTOpHS 7Sl TIPOBEACHUS
3aHATUHN JIEKIIMOHHOTO THUIIA, 3aHITUH
CEeMHHapCKOTO THUIIA, KypCOBOTO
MIPOEKTUPOBaHUS (BBHITIOJTHEHUS KyPCOBBIX
paboT), rPYIIIOBBIX U HHIUBHYaTbHBIX
KOHCYJbTAIMM, TEKYILIEro KOHTPOJIA U
[IPOMEXKYTOUHOM aTTecTauuu

Pabouee mecto npenogasarens. Ilocamounsie MecTa s
o0yuaronuxcs (1o KomdecTBy ooydaroruxcs). Oorme
reorpauuecKre KapThl, IPOEKTOP, HOYTOYK, pa3ABHKHON
9KpaH Jyis mpoekTopa, kadeapa. [llkad (1) 1 xpaHeHust
y4eOHOT0 000PYIOBAHMUS, JIOTKH C Pa3IaTOYHBIM
MaTepHanoM, 000pyI0BaHHUE IS OTIPE/IeNICHNs] MUHEPAJIOB
110 (PM3MYECKUM CBOWCTBAM, F€0JIOTHYECKHE KOJJIEKIINH,
yrHoMep nopratuBHbi HI 98703 HANNA;
MYJIBTHTa30BbIi IEPEHOCHOH razocuranmsarop «Komera-
M5» ceprm UI'C - 98 ¢ mpuHYIUTETHHBIM IPOO00TOOPOM;
KIID koMIIeKT-IpaKTHKYM SKOJIOTHIECKUMI; TIOYBEHHBIC
nabopatopun NoucJlab-Ilousa; anemomerp Skywatch
Xplorer; nopratuBHbIi MeTeokoMmIuieke Skywatch Geos
Nel1 Kit2; nanbaomep nazepusiii DISTO D210;
u3MepuTenb okpyxkaromiei cpensl Extech EN300;
aHaIM3aTOp JBIMOBOTO Ta3a testo 320; HaBUTalIMOHHBIN
NpUéMHUK; mymomep testo 815; 9X010T; HUBEJUP; IITATUB
HUBEJIMPHBIN; TaXeOMeTp; (POTOMETP; aHATU3ATOP ITBLIH
UKII-5; aHanu3atop pacTBOPEHHOTo KUcIopoaa Mapk-
3023; I'MLIM-1 MuKkpoBepTyIIKa THAPOMETPUUYECKAS;
cHeromep BecoBoit BC-43; DKOTECT-2000-pH-M (B
komrurekte pH-xkoM6. amm-1 9KC-10601); meteocranmus M-
49M c KOMIBIOTEPHBIM MeTeoananTepom; ncuxpomerp MB
-4-2M (MexaHu4ecKui) ¢ GyTIIPOM; TEOH0JIUT; KyPBUMETP
MeXaHH4ecKuii; Tepmomerp KoHTakTHBIN TK-5,01
(TOBEpXHOCTHBIM 30HT)

9. METOJUUECKHE YKA3AHUS JJI51 OB YYAIOIINXCSI 11O OCBOEHUIO AU CLHUILIAHBI (MOIYJIST)

MeToauueckue YKa3aHud K BbIIIOJIHEHUIO JICKCUKO-TPAMMATUYCCKUX ynpaxcﬂeﬂnﬁ

IIpu pabore ¢ JIEKCUKO-TrpaMMaTHIECKAM MaTEepHaIOM HEOOXOMMO CTPEMUTHCS HE TOJIBKO K Y3HABAHHUIO CJIOBA WIIH
rpaMMaTHYeCKOro 000poTa, HO M K MIOHUMAHUIO IEITH €r0 YIOTPEeOICHUsT B JaHHOM KOHTEKCTE.

HSy‘laeMHﬁ Marepuan TpeGyeT MPAKTUYCCKOI'0O MPUMCHEHUS, IIPEKIAEC BCECTO B BUAC JICKCHUKO-IPAMMAaTUYCCKUX

pra)I(HCHHﬁ, KOTOPBIC CJICAYCT BBINIOJHATDH TOJBKO ITOCJIC TIJ.[aTeJ'ILHOﬁ HpOpa6OTKI/I BCEro Mmarcpuaja. I/I3y‘{eHI/IC TrpaMMaTHKA




HeITb3s1 HauaTh «C cepeauHb. Kaxplit HOBBIN pa3gen 6a3upyeTcd Ha H3Yy4CHHOM Ipexe MaTepuane. OfHaKO H3y4eHUE TOIBKO
rpaMMaTHKy 6e3 NPaBUIILHOTO MPOU3HOILICHHS 1 3HAHUS JIEKCUKH OCTACTCS «BEIbIO B ce0e». JIMIIb KOMIUICKCHBIH TTOIX0/ 1
MIOCTETICHHBIH MepeXo]] OT MPOCTOTO K CII0KHOMY MOXKET JaTh TpeOyeMBIii pe3yIbTar.

[Ipu BEIMOMTHEHNN yIPaXKHEHUH CHAYana clIeayeT 03HAKOMHUTECS ¢ TpaMMaTHIECKUMH KOMMEHTapUsIMHU, IPOCMOTPETH 3aIHCH,
c/leNaHHbIe Ha 3aHATUH. [IpyU MOATOTOBKE K KOHTPOJIBHBIM paboTaM TpebyeTcsl Takke IPOCMOTPETh BECh JTEKCUKO-TPaMMaTHUECKU
Martepuall, B TOM YHCIIE JOMAIIHHE MUCbMEHHBIE YIIPAKHEHHUS.

CryzneHTaM peKOMEHIYeTCs UCIIOIh30BaTh 00yUaoye KOMITBIOTEPHBIE IPOrPaMMEI, KOTOPBIE TAaI0T BO3MOYKHOCTB HE TOJIBKO
IPOCITyHIaTh IPaBUIbHOE (hOHETHIEeCKOe 0(OPMIIEHHE PEUH, HO B BBIPAOOTAaTh HaBBIKU UCIIOJIb30BAHHS PABUIBHBIX JIEKCHKO-
rpaMMaTHYECKUX CTPYKTYP MPU MOMOIIH YIPaKHEHHH.

ITpu n3ydeHnn onpenenéHHbBIX JeKCHUECKUX U TPaMMaTHYECKUX SBICHUH HEMEIKOTO sI3bIKa PEKOMEH/TyeTC sl HCIIOIBb30BATh CXEMHBI,
TaOHIIB! U3 CIIPABOYHHUKOB 10 TPAMMATHKeE, TIIATEIbHO TOTOBUTH UX AJIs 00ecIieueHHs MPOYHOro ycBoeHus. [Ipu moctpoeHun
HEMEIIKOT0 IIPEAJIOKEH s ClIelyeT pacloaraTh ClioBa B CTPOTO ONpeAeaEéHHOM MOPsIKe, YIUTBIBASI, YTO MOPSAAOK CIOB B
MOBECTBOBATEIBHOM, BOIPOCHTENBHOM U OTPULIATENILHOM MPEIIOKEHNUAX OTINYAETCS OT MOPSIIKA CIOB B PYCCKOM MPEAT0KEHHH.

Metoauueckue peKOMEHJAlMHU 110 IIOATOTOBKE POIEBOI UIPHI

B cTpykType poneBoi Urpsl Kak Iponecca BBIACIAIOTCS CIIEIYIOMINE COCTaBISIOINE:

. TeMa;
. pONH, B3AThIE Ha ce0s UTPAOLIUMU;

. UTPOBBIE JEHCTBUS KaK CPEJICTBA pealM3alliy 3TUX poleil;

. UTPOBOE YIMOTPEOICHHE MPEAMETOB, T. €. 3aMEIICHNE PEaNbHBIX BelIelH HIPOBBIMH, YCIOBHBIMH;
. pearbHBIe OTHOLICHHUS MEXy HTParOIIMU;

. CIOXKeT (colepkaHue) — 00JacTh JeHCTBUTENILHOCTH, YCIOBHO BOCIIPOM3BOJMMAs B UIPE.

B mporiecce posreBoit Hrpsl 0TpabaTHIBAIOTCS U YCBAHBAIOTCS:

1) aTHYeckre HOPMBI U TIPAaBUIIA TOBEACHHS U ONIPE/CIICHHBIC COIATIBHBIC POJIH B TOM HJIM HHOM 3THOKYJIBTYPHOM COOOIIECTBE;

2) 0cOOEHHOCTH, XapaKTEPHBIC YEePThI, BOSMOXKHOCTH TEX WJIM MHBIX COLIMANIBHBIX TPYIII MIIN ONPEACJICHHBIX KOJUICKTHBOB —
QHAJIOTOB NPENPUATHI, PUPM, T.€. PA3JINUHbIC THUIIBI 3KOHOMHYECKHX U COLMAILHBIX HHCTUTYTOB, YTO BIIOCJICICTBUH MOXET OBITH
MIEPEHECEHO B CONMAIBHYIO TIPAKTHKY;

3) yMeHHUs1 COBMECTHOM KOJUIEKTHUBHOM AEATEIbHOCTH;

4) KynbTypHBIC TPAJIUIIUU U HOPMBI.

PoneBbie Urpsl, TeMa U CIOKET KOTOPHIX OCHOBAH Ha COJCP)KaHUHU TEKCTOB, MILUTIOCTPHPYIOT HOBEICHNE B CHTYallnu
MEXKYJIBTYPHOTO OOIICHHSI.

B kauecTBe NpueMOB, XapaKTEPHBIX VIl METO/1a POJIEBOM UTPhI BHICTYNAIOT CIIEAYIOIIHE:

- IPHEM BOCCO3/IaHUsI KOMMYHHKAaTHBHOTO KOHTEKCTa, KOMMYHHKATHBHOW CUTYallNH;

- IpUeM BUPTYAIbHON SKCKYPCHH, KOTOPBIH MOKHO OPTraHN30BaTh KaK C MOMOIIBIO0 TEXHUIECKHUX CPEACTB, TaK U C UCIIOIH30BaHUEM
peanbHBIX (hOTOMATEPHUANIOB B yUEOHOH ayIUTOPHUH,

- IPUEM JipaMaTH3alliy, HallPaBJICHHbIH HA CO3JIaHUE YCIIOBHUM, MPUOIIVKEHHBIX K YCIOBUSM PEaIbHOTO OOLIEHMS, CBI3aHHBII C
CO3JJaHUEM CHTYalllH OOIIEHMS, OTIpeIeTICHUEM IIEJH, PacIpe/IeICHHEM POJIeH;

- ipueM pedIIeKCHBHON MACHTH()HUKAINHY, IPEATIONIAT AN HASHTH(OUKAINIO ¢ 00BEKTOM OOIIEHHS ¥ IOBECTBOBAHHUE OT HMEHHU
9TOro 0OBEKTA.

MeTtoamdaeckue yka3aHus K HATUCAHUIO JIEIOBOTO TIHChMa
Business Letter

Letter writing is an art. A letter on one topic can be written in different styles with the help of various formats. Writing a letter is a
difficult task for some because of format used for writing. The letter has to have following parts. They are date, name and address of
sender and receiver, salutation, main body and complimentary closure. When all these parts are combined together then you will get
a well drafted letter. Writing as well as receiving a letter is always special. A Letter is a platform where you can express your
innermost feelings in a straightforward manner.

Business letters and personal letters are two types of letters. For all official and formal situations, you write business letter whereas
letters written to friends, relatives, acquaintances are personal letters. Both follow the same format only the difference lies in the
language used for writing. In business letters, formal language is used and situations discussed are work related. In personal letters
language is informal and you discuss personal and intimate topics.

The site will provide you with tips for writing different types of letters and various samples. Here you will get to read business as
well personal letters. The samples will help you in drafting the letter you require in every possible manner. You can follow the
format and make changes in the main body of the letter according to your needs.

Business Letter Writing

When an individual starts working in a professional environment, he needs to understand the various nuances of business letter
writing. Business letter has to be brief and concise. The purpose of writing the letter should feature in the first paragraph. Give
enough information about the main idea but be specific. Professionals do not have time to read lengthy letters. So keep the letters as
short as possible. The business letter has to effectively convey the message to the reader. Here in this section of the site, you will get
tips to write business letters, types of business letters and samples of business letter. Use the formats and modify the content as per
your requirements.




MeTtoanueckue ykazaHusi K YTEHHIO U IEPEBOIY TEKCTOB MPpOo(dhecCHOHaTbHON HATPaBICHHOCTH
TekcTbl mpodeccHOHANBHON HANMpPaBICHHOCTH Ha MHOCTPAHHOM $3bIKE MOMHMO CBOCH OCHOBHOW 3afadyd —
WHPOPMATUBHOCTH — TIOMOTAIOT ITOTIOJIHUTh OOIIMH W TEMaTHYSCKHH CIIOBApHBIH 3amac, TPEHUPYIOT B MPOH3HOIICHUH
HEMEILKHX CJIOB M BBIPAKEHUH, 3aKPEIUISIOT IMpaBUiIa TPAMMATHKH, CIOCOOCTBYIOT Pa3BUTHIO HABBIKOB YCTHOH pevH.
IIpearexcToBblil 3Tam:
- TPOYTHUTE 3ar0JIOBOK M CKaXXUTe, 0 4eM (0 KoM) OyIeT WATH pedb B TEKCTE;
- 03HAKOMBTECh C HOBBIMH CIIOBaMH W CIIOBOCOYETAHISIMH (€CJIM TaKOBBIE NAHBI K TEKCTY C IIEPEBOJIOM);
- TPOYHUTAWTe W BBIIMIINTE CIOBa, 0003HAYAIOMINE. .. (JAETCsl PYCCKUI SKBUBAJICHT);
- BbIOEpUTE M3 TEKCTa CJIOBAa, OTHOCAIIMECS K U3ydaeMOi Teme;
- HaAWIUTE B TEKCTEC HE3HAKOMBIC CJIOBA.
TekcToBbIi 3Tam:
- IPOYTHUTE TEKCT;
- BBIACIHTE CJIOBA (CIOBOCOYETAHUS WIIH MPEIJIOKEHHS), KOTOPBIE HECYT BaXKHYIO (KIFOYECBYIO HH(OPMAIIHIO);
- BBHINUIIATE WIA TIOAYEPKHUTE OCHOBHBIC MMEHA (TEPMHHBI, OMpEIeNICHHs, 0003HAUYCHUS ),
- copmynupyiiTe KIIOUEBYIO MBICTb KaXkKAOTo ab3ara;
- OTMETBhTE CJIOBO (CIIOBOCOYETAHHUE), KOTOPOE JIyUIle BCEr0 MEepeAaeT ColepXKaHHWe TeKCTa (YacTH TEKCTa).
[TocnerekcToBslii 3Tarm:
- 03arJIaBbTE TEKCT;
- MPOYTUTE BCIYX MPEIJIOKEHHS, KOTOPBIE MOSICHIIOT Ha3BaHUE TEKCTa;
- HalliuTe B TEKCTE IMPEIUIOKEHMs AJISI OLMCAHUS ...
- TOATBEpAHUTE (OMPOBEPTHHUTE) CIOBAMH W3 TEKCTA CIIEMYIOIIYIO MBICTD ...
- OTBETBHTE Ha BOIIPOC;
- COCTaBbTE IUIaH TEKCTA;
- BBITUIIUTE KIIOYEBBIC CIIOBa, HEOOXOMUMBIE JUIS MepecKasa TeKCTa;
- TMEepecKakKUTe TEKCT, ONMHUPAsCh HA IUIaH;
- TepEecKakuTe TEKCT, OMHUPAasiCh Ha KIIIOYEBbIE CIIOBA.
Ilpn moaroToBke pedepHpOBAHHUUS TEKCTAa PEKOMEHIYETCSI BOCIIOIB30BATHCS CICAYIOMICH MaMATKOM:
1. Tlocrme mpodTeHUs] TeKCTa pa30eiiTe ero Ha CMBICIOBBIC YACTH.
2. B Kaxmoil 4acTu HainuTe IpeasioKeHue (MX MOXeT ObITh HECKONBKO), B KOTOPOM 3aKII0YeH OCHOBHOW CMBICI 3TOH YacTu
TeKcTa. Bemuimre 3T npeanoxKeHusl.
3. TloguepkHUTE B 3TUX TMPEAJIOKCHUAX KIFOUCBBIC CIIOBA.
4. CocraBbTe IIaH EPecKasa.
5. Omnupasice Ha IIaH, NEPEeCKaKUTE TEKCT,
6. Onupasch Ha KJIIOYEBBIE CIIOBA, PACCKAXKUTE TEKCT.

MCTO,HI/I‘IGCKI/IC PEKOMEHAAINU 1O COCTABJICHUTIO JUCKYCCUUN

[TamsITKa IO COCTaBJICHUIO TUCKYCCUU

B mporecce moATOTOBKY K BBITTOJHEHHIO 3aJaHUS (IMCKYCCHS) BHUMATEIFHO U3YUUTE €T0 COAEPIKaTeIbHOE HATIOHEHHE,
OIpeIeINTe KOHKPETHYIO CUTYAI[HIO U KOMMYHHKATHUBHYIO 3a/1a4y OOIICHMS.

Curyanust OOIICHHUS YETKO U JAKOHWIHO KOHKPETU3UPYETCS B MEPBBIX JBYX-TPEX MPEITI0KCHUAX 3aJaHuUs, TOITOMY UX CIICAYET
YUTaTh 0COOEHHO BHUMATEILHO.

* O0s3aTenBHO OOCYIUTE BCE MpeIaraeMble BApUaHThI, BHE 3aBICUMOCTH OT COOCTBEHHBIX MPEANOUTEHHH.

*By/nbTe HHUIUATHBHBIM TTAPTHEPOM T10 OOIIEHHMIO, a HE MTACCHBHO OKHUIAMTe BOMIPOCOB CO CTOPOHBI cobecenuuka. Heooxomumo
HadaTh Oecelly ¢ KpaTKOro BCTYIUICHUST —00BSICHEHUS cuTyanuu. Jlanee ciaenyeT akTHBHO BECTH Oecely: TpeyiaraTh BApHAHTHI JIs
00CYXIIeHHs, 33/1aBaTh COOTBETCTBYIOIIHNE PEUEBOI CUTYAIIMU BOIIPOCHI, IPH HEOOXOIUMOCTH MEPECTIpaIInBaTh, yTOUYHITH MHEHHE
cobeceTHIKa, OCYLIECTBIATh HIEPEX0 OT OAHOTO BapHAHTA K IPYroMy, B 3aBeplieHHe Oecebl Mocie 00CYKICHHUs BCEX BapUAHTOB
caMoMYy MPEJUIOKUTh pellieHue. PelieHre J0KHO JIOTHYHO BBITEKATh U3 BCEr0 CKa3aHHOTO 000MMH MapTHEpaMH, He 3a0yIbTe MU
3TOM eIIle pa3 MOMHTEPECOBATHCS MHEHUEM COOECETHHKA.

*BeXIMBOCTD B AMANOTe MPEATONaraeT, Mpexk e BCero, MPOsBICHNE 3aHHTEPECOBAHHOCTH 110 OTHOIIEHHIO K CBOEMY apTHEPY MO
00IIIeHHT0, 00s3aTENbHOE PearnpoBaHUe Ha €ro PEIUIUKHU (ITyCTh MOPOO ¢ TIOMOIIBIO KOPOTKUX PEIUIHK PeardpOBaHuUs ).
Heo0xommMo BHIMATEIIEHO CITYNIATh TApTHEpa U J1aBaTh aJICKBAaTHBIC PEaKIUK Ha TO, YTO OH TOBOPHT. B 1aHHOM THITE Traiora
Yale BCero OTBETHBIMU PEAKIUSIMU OyAyT COTJIacHe WM Hecoryiacue (TIPUYeM BEXKINBOE), H, BO3MOXKHO, YIUBIEHUE, COMHEHHE.
IIpu 3TOM, 6E3YCIOBHO, CIIEYeT CTaPAThCS UCIIOIB30BATh PA3HOOOPA3HbIC S3bIKOBBIC CPEICTBA AJIsl BBIPAKCHUSI JAHHBIX SI3BIKOBBIX
GbyHKITHA.

* AKTHBHO TIpeJyIaraiiTe BApHAHTHI IJIs1 00CYXKIEHUS (€CTECTBEHHO, MTOCTIE JOCTATOYHO MOIPOOHOTO 00CYKICHHUS KaXKI0TO
MPEIBIAYILETO).

*IIpu npemIoskeHNH CBOETO BapHaHTa CIIEAYET AaBaTh YSTKHE Pa3BepHYThIC apryMEHTHI B €T0 MoJIb3y. B ciaydae Hecormacus
cobeceqHIKa HE0OX0IMMO PEearnpoBaTh Ha €ro PEIUTMKH CBOUMH KOHTPAPTYMEHTaMH, COTJIACysI UX C €ro JOBOJaMH. Y MEHUE
YCIBIIATH MAPTHEPA U a[IEKBATHO U apTYMEHTUPOBAHHO PEarHpOBaTh B CIIOHTAHHBIX OTBETHBIX PEIUIMKAX OCOOCHHO LIEHHO B
JaHHOM Ture auanora. OJHaKO COBCeM HE00A3aTEIbHO BCET/Ia HE COTIIAIATHCS C TIAPTHEPOM, BE/Ib B PEalbHON KOMMYHHKALIUH MbI
JIOCTATOYHO YacTO MePeCMaTPUBACM CBOKO TOUKY 3PCHUS, B3BSIIUBAsI JOBOJBI «3a» M «IPOTUBY. IIpH cormacuu ¢ MHCHHEM
cobeceHIKA BayKHO MPUBECTH JIOTIOHUTEIHHBIE TOBOJIBI B TIOJIB3Y 00CYKIAaeMOT0 BApHAHTA HITH Pa3BePHYTh apTyMEHT
cobeceqHHUKA.

* AKTHBHOCTH M BEXKIUBOCTh COOECETHUKA MPEAIoaracT 3anHTEPECOBAHHOCTh BO MHEHHH TIApTHEpa Mo OOIIEHHUIO, TO3TOMY B
Oeceie cieyeT HHTEPECOBAThCS MHEHHUEM COOECEeTHUKA 10 MTOBOAY MPe/IaracMbIX BAPHAHTOB, 3alpallliBaTh €ro COrJacue WU
HECOTJIacHe CO CBOEH TOUuKo# 3peHus. [Ipn He0OX0AUMOCTH MOXKHO 33[]aTh YTOUHSIOIINE BOIPOCKHI, IEPECTIPOCUTH cOOeceTHUKA.
Heo6x0auMo yYUTHIBATE MHCHHE COOCCEIHIKA U IPUBOAMMBIC UM apTYMEHTHI [IPU MPUHATHH OKOHYATEIBHOTO PEIICHHUS, KOTOPOE




JIOJDKHO CTaTh JIOTHYECKUM 3aBepIlIeHHeM auanora. Eciau pemenne mpoTUBOPEYHT COEpKaHUIO IPOBEACHHON Oecesl,
KOMMYHHKaTHBHAsI 3371a4a MOXET OKa3aThCsl HEBBIIOJIHEHHON. JTO 03HAYaeT, YTO YYaCTHUK Oecelbl (JOpMaIbHO POroBapHBall
CBOHM JI0BOJBI, HE CIICAMII 33 PEIUINKAaMHU COOECEIHNIKA 1 JIOTHKON Pa3BUTHUS JHUAJIOra.

*/IHnnuaTuBHOCTH B Oecelie MperoaraeT yMeHIe BOBIE€Yb TapTHEpa B AUANOT. B TaHHOM THIe quanora 3TO MPOsBIISLETCS HE
TOJIBKO B YMEHUH 3aIIPOCUTh MHEHHE cOOECEeIHNKA, HO U B IPUTJIALIEHUH Npe/IaraTh CBOU BAPUAHTHI IJIs1 OOCYKACHHUS.

* Heo6X0anMO MOMHUTB, YTO AUAJIOT — 3TO HE OOMEH MOHOJIOTaMH.

Mertoauueckue yka3aHus 0 paboTe co cloBapeM

DopMBI CaMOCTOATENEHOH pabOTHI CO CIIOBApPEM:

- IIOUCK 3aJJaHHBIX CJIOB B CIIOBAPE;

- onpezenenue GopM eTUHCTBEHHOTO U MHOXECTBEHHOT'O YHCIA CYHIeCTBUTENbHBIX;
- BBIOOP HY>KHBIX 3HAYE€HHH MHOTO3HAYHBIX CIIOB;

- TIOUCK HY)KHOTO 3HAYEHH CIIOB M3 YHCJIa TPAMMATHUECKUX OMOHHMOB,

- IOUCK 3HAYEHH TJIaroJia 1o OJHOH U3 IIaroIbHbIX (GopM.

1. IIpu momcke cioBa B clIoBape HEOOXOUMO CIICTUTH 32 TOYHBIM COBHAACHHEM Trpadrdeckoro ohopMIICHHS HCKOMOTO H
HaWJIEHHOTO CJI0BA, B IPOTUBHOM CITydae MepeBoj OyaeT HepaBUIbHBIM.

2. MHorue cioBa SBISIOTCS MHOTO3HAYHBIMH, T.€. UMEIOT HECKOJIBKO 3HAYEHHMIA, II09TOMY IIPH IOUCKE 3HAUYCHHUS CJIOBA B CII0BApe
HE0OXOANMO YHTATh BCIO CIIOBAPHYIO CTAThIO M BBIOUPATH [UIS [IEPEBO/IA TO 3HAYCHHE, KOTOPOE TTOJXOANUT B KOHTEKCT
MIPeUTOKEHHS (TEKCTa).

3. IIpu noucke B cIOBape 3HAUCHUS CIOBA B psZie CAy4daeB cIeAyeT IPHHAMATh BO BHIMAaHHE IPaMMaTHUYECKy0 (QYHKIUIO CJIOBA B
HPEUI0KEHNH, TaK KaK HEKOTOPBIE CJI0BA BHIMOJIHSIOT Pa3IMYHble TPaMMaTH4eCKue (YHKIIMN U B 3aBUCUMOCTH OT 3TOTO
TIEPEBOIATCS TO-PA3HOMY.

4. Ilpu noncke 3HAYCHHUS TJIATOJIa B CIIOBape CIEAyeT UMETh B BUY, UTO IJIAr0JIBI YKa3aHBI B CIIOBAapE B HEOMPEIeNCHHOH (Gopme
(Infinitiv - schlafen, aufmachen)B To Bpems kax B peu1oskeHHH (TeKCTe) OHU (QYHKIIMOHUPYIOT B pa3HbIX BpeMeHax, B Pa3HbIX
rpaMMaTHYEeCKHX KOHCTpYKIUsX. [IoMcK riarosa 3aBUCHT OT €ro NPHHAUISKHOCTH K KJIAcCy IPaBUIIbHBIX MIIM HENPABUIIbHBIX
TJIaroJIOB.

Mertoauueckrue peKOMEHIAINH TI0 MTOJTOTOBKE K 3K3aMEHY




